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Introduction

The Random Moment Time Study (RMTS) allows Districts/BOCES to complete the time study forms by
paper, electronically, or a by a combination of both paper and electronic.

The requirements for completing the Random Moment Time Study are the same for paper and on-line
RMTS forms.

Coordinators are required to complete training.
Coordinators are to distribute training materials to the participants to guide the participants
through the process of responding to their moments.

e Participants must correctly and accurately complete the RMTS form, answering all of the
questions.

* Coordinators must monitor employee participation ensuring that all forms are completed and
returned to PCG timely.

The RMTS District Coordinator Guide was developed to assist the RMTS Coordinator with navigating
through the on-line RMTS system to ensure program compliance with participation in the Random
Moment Time Study. The guide provides the RMTS Coordinator with a walk-through of the screens that
are available for managing the program at the district level as well as the notifications and the on-line
RMTS form that will be completed by the sampled participants.

The RMTS system is secure and more participant driven. With this system, the participant will be
responsible for keeping track of his/her user name and password to access the system. The participant
must contact PCG for lost user names and passwords as this information will not be available to the
RMTS Coordinator. With this responsibility, it is essential that the participant understand how to obtain
his/her user name and password and how to access and accurately complete the on-line RMTS form.

The on-line RMTS system can be accessed at: https://easyrmts.pcgus.com/RMTSv2

Any questions or problems with accessing the RMTS system should be directed to the District’s/BOCES
PCG Helpline at 1-866-766-9015.
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Accessing the RMTS System

The web address for accessing the system is: https://easyrmts.pcgus.com/RMTSv2

rustic  Random Moment Time Study

Please use your PCG assigned User

Name and Password to login.
User Name pavelek 109322
Password CETOTET

? Please contact
free number ksted

Client Roles

Random Moment Time Study
LTING

As a RMTS Coordinator you will only Lot
have access to your district’s information.

Click Select to enter the system.

Client Roles

Uu.'re‘;‘:)l'.;‘mwc Cost Pool/ Denver Pubic oo a aircivator

Lo rtraret L -
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Moments

As the District/BOCES RMTS Coordinator, you will have access to Moments and Reports within the
system.

The Moments List screen will display all sampled moments (paper and on-line) for your district for the
quarter.

1753 - incdos Lntmrive Enpberes

e =T VR

Mo b e femtes Tus tep | Googhe |t e | B O et TOmi s batwee s B L s ik

Random Moment Time Study

Colorado RMTS

Home Logout
[stan Pt | Resoas [F |
Llob Category
| C—
To display all of the sampled
moments for the quarter, select the
Period (quarter) and click Search.
=
oS,
R FoE |
[} et o T8 o x 738
Pl R em Fates Yook tel | Googe e e | B O soceeta s T Owi byt P s sgnine [uss e

Home Logout

[ eoments | stan Poot | Reports | ]

Firsthame

Moments List

Pasticipant

|

The Submitted_On column will display the date the on-line RMTS form was submitted / completed by
the participant. Please keep in mind that the column will remain blank for paper RMTS forms until the
form has been received by PCG and coded.
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Moments (cont)

Moments can be displayed by the following views:

View by Participant - To view the sampled moments by participant, enter the participant’s Last Name
and First Name, and click Search. This will return the sampled moments by participant for the quarter.

/2 arnliom Morment T Study (R=TS) - Windows Intermet Explorer

PIRCIEE eserseermrsseas comiriicincrepomeerniunert s

e

j,"ma\----.—-..‘.- B~ O soclmaks = | TF Check = baiTravalate = ¥ = Sonin -

Fle Ede Wew Favotes Tock Hee | Google

G Random Moment Tre Study (RMTSH

PUBLIC Random Moment Time Study

7] Il chour ™Y colorado RMTS

Home

[[moments | Statf Pool [ Repons | ]

[Job Category
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Moments (cont)
View by Status - The sampled moments can be viewed by the status of the form. You will use the Status
to monitor your staff’s participation in the program.

e Completed - This view displays all forms that have been submitted / completed.

¢ UnCompleted - This view displays all forms that have not been completed. As a
Coordinator you will use this to monitor your staff’s participation to ensure that the
sampled moments are completed timely.

12 Wandern Mo

- oy {RM1S) - Whndoes Iinlesnet Dplerer
s
& - ew P T SN ¥ v re——

Fie Bt Vew Fooee Tok Web | Googhe

| sewh e g e | B Y tecknarta -
W G o Homert Trma Sy (FMTS)

Select ~ Completed or
Random Moment Time Study ISJnCOI:n plet,:d Iaild Chd;.

' Golorado RMTS earch to view the status o

the forms.

FirsthName

Moments List

an
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Moments (cont)
View by Job Category — The sampled moments can be viewed by Job Category. You can use this view
to display the sampled moments by a specific job category.

The Job Category List will only contain those job categories associated with the Cost Pool you have
selected when logging into the RMTS system from the Home screen.

Administrative Personnel Cost Pool

i v Tine Sy (RM15) - Windkoses [naernet Lsphirer > L IEs |
[ T Py e v - 3 s
e Ed Ve Peries Tuh e By clicking on the drop down
Google £ e & - @wnnz
arrow you can select Job |8 =

G 8 arckom Morsert tres sty (RM15)

Category you want to display

Random Moment Time Stud and click Search.

' Colorado RMTS
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Moments (cont)

Direct Service Cost Pool

CE) T8 et s e st Seictmefinarre aumes e

A A By clicking on the drop down
Gacgle c|senc - %o @ arrow  you can  select Job
L) Category you want to display
and click Search.

Random Moment Time Study
" Colorado RMTS

TCM Cost Pool

7 Raanddorn Moment Tune Study (RMT5) - Windoss Tndermet Explorer I |

T T ——

»
e R v P To b By clicking on the drop down
i sl @ e B arrow you can  select  Job e

L G Rardom Momert Trus Sty (M5}

Category you want to display
and click Search.

Random Moment Time Study
' Colorado RMTS
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The Staff Pool displays the participants from your personnel roster.

Click on the first letter of the participant’s last name. This will display all participants with the same first
letter of their last name. By clicking ALL you will display all of the participants for the quarter.

=

Note: To update/change participant information, please refer to RMTS Staff Pool List Training
document.
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Reports

The RMTS system generates reports to assist the RMTS Coordinator in managing the DS/TCM/MAC
program. To view these reports click on Reports.

Random Moment ime Study
Colorado RMTS

There are three reports that are available to the RMTS Coordinator.

/2 Random “ioment Tune Study (RMT5) - Wadews bntcrmet Eaplorer = L] ]
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B GE mardon Moment T Stusdy (AM1S) I T R

JBLIC Random Moment Time Study
ISU NG - -
NS Colorado RMTS

Home Logout

| Momerts | sttt ool | Repons | |

The three reports available are the
Individual Master Sample File,

Compliance Report, and Combined
Results Report.

d ol wtranet ST
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Reports (cont)
Individual Master Sample File

This report displays all of the sampled moments for the district by calendar week within the quarter. To
view this report click on Individual Master Sample File to open the Excel file.

M ~loix
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Random Moment Time Study
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Home Logout
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Genemis Report For [Demer Putiic Schods =] Peicd 0012005 20100 ¥
argie Filn =

Do s mant bo open o save this e

= B CombreSimustirert s
| Trom Pcrosclt Exoel Warkshest, 84,168
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o | s |

a o B ar w a

) - |
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1 1A Weeki  MomeniDateTime LastName Firsthame  MiddieName  Employeeld 15D |
2 ¥ 1 2/24/ 2009 10:00 Craft Lawira (TPl Acadenmy Elementary School District |
1 Acadeny Blementary School Distrkct Office 1 224/ 2008 13:54 Ferguson Kristy testls Acadeny Elementary School Distrkct |
4 denmy 1 2/24/2009 15:10 Gutlemez Lisa testta Academy Elementary School District |
5  Acadery Elementary School District Office 1 225/ 3005 1012 Croft Laura test2d Acaiberny Elementary School District |
6| ¥ 1 2/25/2005 1109 Ferguson Kristy test1s Academy Elementary School District |
7 | Academy 1 58 sanders Diane testat Acatermy Elementary School District |
8 ' 2212005 1245 Karen = |
ek 1 Count 7 > P . : |
t T P The Individual Master Sample File displays |
11 Academy Elementary School District Office 2 122005 10:47 Wang the number of moments Sﬂl‘l’lp[&d by week and |
12 ¥ 2 3/2{ 2008 11:10 Wang |
13 | Acadermy Elementary School District Office 2 V/2/2008 12:30 Pavelek total for the quarter. |
14 | Academy L 2 3a/2009 10:18 Sparrow |
15 Acadeny Elementary School District Office 2 1/4/2009 14:05 Spasre |
1 ¥ 2 J croft |
17 Academy Dlementary i 2 /512009 8:2 Wang Vera testas Acaderny Elementary Sehosl District |
] ¥ 2 5/ lones Davey test1s Academny Elementary School District |
19 Week 2 Count 9 |
5] " 5 Karen Donna st Academy Elementary School District |
52 Acadermy Dlementary 5 23/ Sanders Diane est2l Acadeny Elementary School District |
53 ¥ 5 y -] sanders Dlane test21 Acadermy Elementary school District |
54 Week § Count ¥ 1
2 Tt - !
ot Count |
s y
T T ] |
Note: Any changes made to the Excel report are not saved in the RMTS system.
RMTS District Coordinator’s Guide Page 12

Page

168



__ 7 PUBLIC
m mm CONSULTING
GROUP Colorado Medicaid School Based Claiming

Reports (cont)
Compliance Report
This report displays all sampled moments for the quarter and which ones have been completed. This

report should be used by RMTS Coordinators to monitor the participant’s compliance with completing
the electronic RMTS forms. To view this report click on Compliance Report to open the Excel file.
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Random Moment Time Study
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The Compliance Report contains a Details sheet and a Percentages sheet. )
:Parlm = Location - - Pml:lpmnl 'I.Inm-m_E 'sunm:_'l'la;; I\\in‘:'t Job_Title fless
Academy Elemantary Schoct Academy Elamentas Crofl Laua 2/25:2008 10 12 Bibrgual &

2472009 1000 Feb 24 200
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2252009 1109 A

and Audickogy
and Audickogy

2

3 Acadery Elementary
4 | Acadamy Elemantary Sc

§ | Academy Elementary Schocl
]

8

[

02724/2008-0323/2009 guson Knaty
0272472008-03232008

Feb 24 200
Fab 26 200

Elemantay Seheet
Elpmantary 5
Acadamy Elsmantasy Sc
Acadery Elementary Sc

Sanders Diane

Augiglogists an
Auditlogists and
gists and Audickogy

Pasisk Lisa
Jones Dawy

The Details sheet displays all of the sampled
moments for the quarter by participant and the date
the form was submitted / completed.

Counselors

Acadermy Elemanta)
Acadarmy Elements

Academy Elemantary
18 | Acadany Elemer

15 | Acadamy Elemantary
cademy Elemantary
Academy Elementacy

Bibngasl Specissts
Counsaiors

Bilngual Specisists
Audiologrts and Audiclogy b

22| Acadary Elemantary Sehs 3
21 Academy Elemantary Schy 3
24 Acadary Elementary Schosl D ]
2% 3
|
3
aderry Elamantary Sci 3
Elemantary 3
027242008032 Paveiek Liza 3 and Audichogy
Acasanny Elemant s 02:23/2009-03.23°2009 Karen Donna 2009 529 3 Bibrpusl Specistaty
Az adseny Elamant 02242008.03232008  Pawisk Lisa 32009 1439 3 Audiologists and Audiciogy el
i B 7 ™
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Reports (cont)

Compliance Report — Percentages Sheet

The Percentages sheet displays the percentage of forms completed by week based on the district’s total
number of sampled moments in the quarter.

A 8 [ ) E F G H d K L M =
1 Weeks Towml Submined Percentage Combined Week Sample Combined Week Submitted  Combined Percentage
211 L 3 285 7 : ) 2.
] 0 0 % 3 18,75
43 " ] 0 n 3 909
514 12 o 0 45 3 6.67
& 5 3 o o 48 3 6,29
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Fie B Ve Feerte Tooh e | Google _.j.-.sn.u.-- ghe s | B oy bochmatac | W Owdc badtrealstn s ¥ - sgnine [ins ing
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Random Moment Time Study
“ Colorado RMTS

Home Logout
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Ganerate Repont Fer [~Salwct- Bl Pedcd [001200 - Tzavem 3]

Pt Count O ok Gty To exit the RMTS system click Logout.
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Reports (cont)

Combined Results Report

This report displays all sampled moments for the quarter and which ones have been completed. This
report should be used by RMTS Coordinators to monitor the participant’s compliance with completing
the electronic RMTS forms. To view this report click on Combined Results Report to open the Excel
file.

[ b et Hoim by pea 1) S i e e |
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LR | My g v [ ]
B B e vew et Fgmar Joc [sa Wk e -
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ScCow 102009 9 20 10/12009 T 27 00 PM
102009 920 1012009 1:27.00 PM
1092009 820 1012009 12700 PM
102009 § 20 10412009 127 .00 PM
wrice Co Eawt End Scheol Diat Nmurts Elementary Sc Hapgr _|Cap LS008 8 20 1000 3 07 00

i r ct Serice Co East Exd Scheal Dt Naturita Elam: -
001 2008 n.;rswm- Earect Senece CoEast End Schoct Dyl Naturia Elem The sheet dlsplays all of the sampled
moments for the quarter by participant and
the date the form was submitted / completed.

Ca East End School DistNaturia Elementary ScFred Jamey IW\]‘—‘] 9201012000 12700 PM
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Serece Co Easl Bnd School DvriNatura Elomentary ScMades  Marke 1.27.00 PM
Serace Co East End School DisiNaturita Elementary ScPhueh  Liv 12700 PM
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Serace Co Evat End Scheel DisiNutuma Elsmantary ScLee Ml 10/9/2009 5 20/ 1012008 1 27 00 PM
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Serace Co East End School DisiNaturia Elementary ScPesce  Anita IWJ 9.20 1012009 1.27.00 PM
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00100 12091 2008 Durect Serece Co Enst End School DisiNaturia Elsmentary Sobdls Frawan MAVZ008 9 20 1012009 1:27 00 PM
V01 /2008127312008 Dwect Serace Co East End School Disi Naturia Elementary Schiles Simane 102000 920 1042000 12700 PM
0A01/2009-12/31/2005 Direct Sendcw Co Enst End School DisiNaturits Elementary ScMuns: | Fabpe 10AM2009 9 20 112009 1:27.00 PM

W0 s N dR st st eport {1 141 1
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At this time, District/BOCES still have the option of having their participants complete either paper or
electronic RMTS forms.

For those participants that have been identified as receiving paper RMTS forms, PCG will send the paper
forms to the District/BOCES weekly. RMTS Coordinators should continue to distribute the paper forms
to the participant just prior to their sampled moment in time, but no more than 5 days prior.

There may be times when a participant cannot complete their RMTS form on-line or a paper form needs

to be reprinted. To obtain a paper form, the RMTS Coordinator will need to contact PCG Helpline at
1-866-766-9015.

Paper forms must be returned to PCG on a regular basis. It is very important that the forms are not held
until the end of the quarter. PCG reviews and codes all RMTS forms that are received.
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Colorado Medicaid School Based Claiming

E-mail Notifications

[ @ T memsage mas sent vt g mportance.

o orenSocpa. o oren i oe] Sents Fri EIND009 1o MM
Tot ‘Stite of Color sk Trme S5

e

Subgect: Siate of Coierndn Teve Sty

The selected participant will receive the following e-mail notifications regarding his/her RMTS form:
* CO Random Moment Time Study Notification — Pre-Participation Notice
CO Random Moment Time Study Notification — Moment in Time is in 1 Hour
CO Random Moment Time Study Notification — 24 Hour Late Notice
CO Random Moment Time Study Notification — 3 Day Late Notice

L]
L]
L]

The e-mails will come from cormts@pegus.com. The sampled participant will receive the first e-mail
notification Five (5) days prior to his/her selected moment in time.

PCG will provide the participant with his/her User Name and Password to access the on-line RMTS form.
The user name and password will be included in the first two (2) e-mail notifications.

The participant will receive two follow-up e-mails if the RMTS form is not completed on the day of the
sampled moment in time. The district’s RMTS Coordinator will be copied on the follow-up e-mails that

are sent to the participant. However, the participant’s user name and password will not be included in the
late notification e-mails.

If the participant has deleted or lost his/her user name and password, the participant must contact the PCG
RMTS helpline at 1-866-766-9015 to obtain user name and password information.

Please keep in mind, that the participant has 5 days to complete their on-line RMTS form.
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Login Screen

B Random Moment Time Study

User Name

Passwo

The participant’s User Name and
Password is assigned by PCG.

To log in, the participant will enter his/her User Name and Password and click the Login button.

The participant User Name and Password are assigned by PCG. The user name and password will be
included in the Pre-Participation Notice e-mail and the Moment in Time is in 1 Hour e-mail.

The participant’s user name will remain the same each quarter. The participant will receive a new
password from PCG each quarter.

If the participant has deleted or lost his/her user name and password, the participant must contact the PCG
RMTS helpline at 1-866-766-9015 to obtain user name and password information.

User names and passwords will not be provided to the RMTS Coordinators.
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The following screens provide the participant with an overview of the RMTS programs as well as training
material on how to complete the on-line RMTS form. After reading the on-line training material, the
participant will click Next to advance through the screens.

PUBLIC Random Moment Time Study

| II crour ¢ Colorado RMTS

Logout

‘Welcome to the State of Colorado Time Study!

This Web site !
questions rej

be self explanatory and should guide you through th

IMTS at any time, please call the helpiine at (84

esponse process if
et 10 ot

[_Prwvious Hax Ext

N Lol et % 100% -
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Random Moment Time Study

Colorado RMTS

Logout

Program Overview

an randomily S @d to pamcipate i the RMTS this quarter Your participation s mandatory, but
will only take a few minutes of your time

[ - #0me -

What is Medicaid?

l PUBLIC Random Moment Time Study
1 | et

CONSULTING
G -

U Colorado RMTS

What is Medicaid?

S Local reraret 0% -
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What is MSBC?

Random Moment Time Study

NG solorado RMTS

Legout

Locaton Mome

ices provided in th

edicaid pays for sef

1. Dwrect Senaces Claiming (DSC) Program

) Program

Program

o Local ritranet * 100%

PUBLIC  Random Moment Time Study
I'lfkmm NS Colorado RMTS

‘What is the Random Moment Time Study?

R
m @ statewide

[ re— % 10w
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Getting Started

PUBLIC Random Moment Time Study

NSULTING

Colorado RMTS

Logout

S Lol rerarmt Lore -

Completing the Electronic RMTS Form

PUBLIC Random Moment Time Study

COMSULTING
| Il GROUP Colorado RMTS

Logout

Completing the Electronic RMTS Form

o Local rtraree 0w -
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PUBLIC Random Moment Time Study
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Random Moment Time Study
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Instructions and Tips for Completing Your Moment

Random Moment Time Study

Colorado RMTS

Logout

Moment

ane only

5 Toa nart and the electronic fc

T

After the participant has completed the Program Overview including reading the training material and
instruction, the participant will click Next to access the Moments List.
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Moment List

The Moment List displays all of the participant’s selected moments in time for the quarter.

/7 Randam Momers Time Study (415} - Windaws brternet Eplorer = ST
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8 Random Moment. Time Sthudy (RMT3)

Random Moment Time Study
Colorado RMTS

After the sampled moment in time has
occurred, the participant will click
Respond to bring up his/her form.

12200 AM

10/26/2000 21700 PM

10/2T/2000 9 2600 AM

rores =] Locel mtranet ST

[ Wnddom Moot Tine Stusty (RM15) - Windie | e .' ald] x|
i = [ o limamnts o comE TS etk MomertLt e =Y EES I

Go gl j-‘]s.-m-- - cfer | B Oy bockmarkas | YR check s daTiaralste s ¥ € - | Senine |Unke -

Random Moment Time Study
Colorado RMTS

Moment List Logout

=l

10/27/2000 9 26.00 AM | Respond

The participant will receive a pop up stating the
moment is in the future if he/she tries to complete the

form before the sampled moment.
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Moments List

Moment During Non-Working Day

Completing the RMTS form when you are not working during your sampled moment

LI e |

E1EI R 2

Fe Bt Vew Fweortes Took rel | Google =] Msewct - fee | B LY tootmaie - | TFCheck - dalTrorlate - ¥ € - = ik i
W G o Moment Tiee Study (RMTS) " b *Page = () Teok = "]

Random Moment Time Study

Colorado RMTS

Moment List Logout

Were you working during your sampled moment?

© No, Moment is before/after workday(This does not inchade Lunch)
 No, Moment is duing paid day off

© Mo, Moment is during an unpaid day off

© Yes. | was working

Hoxt > I Exit

If the participant selects that he/she was not
working, the RMTS form will automatically
populate. Click Next to view the completed

form.

W GF 8 Random Momert Time Study (RMTS) | ] Foo[ - hw Page tock s ™
Moment List Logout =

53 11172010 214.00 PM

To complete the form the participant must

1. Were you working during your sampled moment? ol H a
Answer No, Moment is before/after warkday (This does not include lunch). Cllcl'\ the Cijeck box' ‘ThIES “‘1” serve as the
participant’s electronic signature.

2 Describe in detail the actvity vou were perorming during vour sampled momaent. Pleas

this question even if you answered "No” 1o the previous question
Answer. NA

3. Describe in detail why you were doing this activity during your fed moment

Answer NA

4 Were you working with a student duning thig
Answar NIA

npled moment?

5. Was the service you g ed ksted on the child's EPIFSPY

Answer N

* [ By submithing this information, | attest that | have read the materials on this site and certify
that | understand the purpose of the Medicaid Administrative Claiming program, my role in the
program. and how to accurately complete the Random Morment Time Study
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Moment List (cont)

Colorado Medicaid School Based Claiming

When the participant selects that he/she was not working during their sampled moment in time, the form
will automatically populate with the reason that participant selected for not working.

To make changes, the participant will click the Edit button and return to the previous screen.
To complete the RMTS form the participant must check the Submit box at the bottom of the form.
L ‘= J}
Moment List
1511 02010 808 00 AM |
1 Were you working during your sampled moment?
No. Moment is before/afier
Answer workday{This does not include
Lunch)
2 Describe in detail the activity you were performing during your
sampled moment. Please answer this question even if you
answered "No” to the previous question
Answer
sampled moment
Answer

Logout
3 Describe in detail why vou were doing this activty during your

No, Moment is before/after
waorkday(This does nof include
Lunch)

Answer

4 Were you working with a student during this sampled moment?
Answer

Lunch)

No, Moment is before/after
workday(This does not include

5 ¥Was the senice you perormed listed on the child's IEPIFSP?

Lunch)

No, Moment is before/after
workday(This does not include

workday(This does not include
Lunch)

Edit || Subwmit

No, Momant is beforeiafier
& By submtting this information, | aftest that | have read the matenals on this sie and certify
that | understand the purpose of the School Health Senaces (SHS) program, my role in the
program, and how 10 accurately complete the Random Moment Time Study

by clicking on the Print button.

S Local neranet

s -

After the participant has successfully submitted the form, he/she can print a copy of the completed form

The
RMTS District Coordinator’s Guide

participant

receive
submitted successfully.

will
confirmation that the form was

Page 27
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Moment List (cont)

Colorado Medicaid School Based Claiming

To exit the form, the participant will click on the Return to Moment List button which will return to the
Moment List screen displaying the participant’s remaining sampled moments for the quarter.

Random Moment Time Study

""NE - Arizona Medicaid Administrative Claiming

Logout

Moment

27252009 101200 AM Respond

| To exit the RMTS system click Logout. '
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Moment List (cont)
Moment During Working Day

Completing your RMTS form when you are working during your sampled moment

Tl B Ve Fwertes Took Mew | Google =] e | B €Y Dockmarke s | T Ok - ks Trnstate - B -

8 Wbors Pt T Sty (MR}

Momant List Logout

rs, | was working

If the participant was working during his/her
sampled moment they will select Yes, 1 was
working and click the Next button.

~d Lol rtrart e -

The participant must answer all of the questions, documenting the activity that was being performed at
his/her sampled moment in time.

RMTS District Coordinator’s Guide Page 29

Page

185



__I PUBLIC
:""H mm CONSULTING
m GROUP

PUBLIC

Colorado Medicaid School Based Claiming

: _ Random Moment Time Study
Canon NG colorado RMTS

Moment List

Logout

5 0
e 15 bafora/af
3. No, Moment i5 dus

©4 No, Moy

an P

5 being assessed for an intial IEF or IFSP
wha has an [EP or IFSP.

thout an [EP or IFSP.

was not ksted on the chile's IEPAFSP
IFsP

& Local rerwrmt Haome -
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=

oment List (cont)

Completing your RMTS form when you are working during your sampled moment

Random Moment Timr

Colorado RMTS

Moment List Logout

vorking dunng your sampled moment?

5 workin

ament is before/afier workday (This does not inchede lunch)
ent 15 dunng paid day off

ent I5 dunng an unpaid day off
OU were perf

ALL five (5) questions must be answered to
complete the form.

SRR v dowes [ntoroet Dxplorer  [56)
AOUS Qe —

2 Describe in detail the activity
answer this guestion

g with parent and

s [EPIFSP
hild's IEPAFSP

3 The child does not have an [EPIFSP
ANA

S Local reraret 0w -

Waking for hizp: g
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Random Moment Time Study
ur Colorado RMTS

SULTING

Logout

uning your sampléd moment?

Question #4, 5: Please enter N/A if the activity is not
applicable.

fing

2 Describe in detall
answer thi

our sampled moment. Please
ADUS QUESHON

1 ¥es, | was working wh

©2Yes, lwa

who has an IEP or IFSP.
ut an IEP or IFSP.

IFSP?

o 5 [Fsted on the ERIFSP
rmied was not Bsted on the chikfs IEPIFSP
IEPIFSP

oore [ [resee— i -

After completing the form, the participant will click the Next button to view the completed RMTS form.
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Moment List (cont)

Completing your RMTS form when you are working during your sampled moment

The participant should review the completed form to ensure that they have accurately documented the
activity that they were performing during the sampled moment in time.

To make changes, the participant will click the Edit button to return to the questions.

To complete the RMTS form the participant must complete the Submit box at the bottom of the form. By
checking this box the participant is stating that he/she has read the materials on the site, understands the
purpose of the Medicaid Administrative Claiming program, his/her role in the program, and how to
complete the RMTS form.

After the participant has clicked on the check box, he/she can now click the Submit button to complete
the form.

Falo x> -
Fe £t Wew Famortss Took tep | Google j-‘]m“-z-c@- B+ bockmarks + | S check - bTracslate = ¥ €. St ek *

| f = 3 - i = hagn = ook -

Moment List Logout

Manaugh Elemertary 22008 112200 AM

1. Were you working during your sampled moment?
Answer. Yes, | was working

To complete the form the participant must
click the Submit box.

2 Describe in detail the actnity you were performing during vour sampled moment. Please ans:
this question even if you answered "No” to the previous question
Answer. Meeting with parent and student

3. Describe in deta:l why you were daing this activty during your sampled moment
Answer To determine If the student qualifies for Speech senices

4. Were you workang with a student dunng this sampled moment?
Answer. Yes, | was working with a student who has an IEP of IFSP.

5. Was the service you performed isted on the child's IEPIFSP?
Answer. Yes, the senace | performed was Ested an the chilg

=L

b 5 5 T T e T

-~
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Moment List (cont)

SEIET |
=Halsix 2|
Ma Ede Ve Pt Tock e | Coooghe j!.mm-- o e | B - L tocmadac | TFOwd - beTrsiste - X L - isgnin e |unks it
L G ks Moot Tese Sty (RM1S) | | £ - - % - Shege - tocn- ™
=
Moment List Logout
re perdorming during your sampled moment. Please answer
10 the previous question
2t and student
5 Wa 50 d on the child's IE
Answer Yes. e | pe d was ksted on the
Thank You for completing your Moment, it has been successfully submitted.
Prist | Aetum o Moment List |
ore . i -

Random Moment Time Study
Arizona Medicaid Administrative Claiming

Moment List

Logout

To exit the RMTS system click Logout.

212572008 10:1200 AM |
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Appendix

Sample Paper RMTS Form
State of Colorado Random Moment Time Study Questionnaire

Name: Anita Vacation i m P U B Ll C
School: Basha High School ——3 |m“ ,"m CONSULTI NG
i Wl Group

School District: Happy School District

Date/Time of Sampled Moment: 10/6/2009 11:12:00 AM
ID Number: COP6350  Job Code: 48  Study: MAC

Please use the spaces below to describe the activity in which you were involved at the exact moment of your
random moment sample time.
1. Were you working during your sampled moment?

O Yes, I was working

o No, Moment is before/after workday (This does not include lunch)

o No. Moment is during paid day off

o No, Moment is during an unpaid day off
2, Describe in detail the activity you were performing during your sampled moment. Please answer this question even if you answered “No™
to the previous question.

3. Describe in detail why you were doing this activity during your sampled moment.

4. Were you working with a student during this sampled moment?
o0 Yes, | was working with a student who has an IEP or IFSP.
Yes, | was working with a student without an [EP or IFSP.
Yes, | was working with a student who is being assessed for an initial IEP or IFSP.
No, but | was working on behalf of a student who has an 1EP or IFSP.
No, but I was working on behalf of a student without an IEP or IFSP.
N/A

Oooooao

5. Was the service you performed listed on the child's IEP/IFSP?
[ Yes, the service I performed was listed on the child's IEP/IFSP.
[l No, the service I performed was not listed on the child's IEP/IFSP.
[0 The child does not have an IEP/IFSP.
0O NA

Please sign and fax within 5 days of your sampled moment to (866) 766-9019.

Si Title Date:

Work Phone #, including Area Code E-mail Address

FOR PCG USE ONLY
o o O 00 o0 O 0 0O © O O 0O O ©o o©°
Ola Olb 02a 02b 03 O4a O4b Oba 06b 07a 07b 08a 08b 09a 10 11

Revised 3/25/10; EfT: Apr—Jun 2010
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Frequently Asked Questions

What if a participant does not have a work e-mail address?

If a participant does not have an e-mail address indentified on the Participant Roster submitted to PCG,
PCG will mail a paper RMTS form at the beginning of the week to the DistrictVBOCES RMTS
Coordinator. The RMTS Coordinator will then be responsible for ensuring that the participant completes
the RMTS form at the appropriate time, validating the form, and sending the paper form back to PCG
timely.

What if a selected participant quits prior to the sampled moment in time?
If the position is still vacant, complete the paper form stating that “the participant is no longer employed
and the position is still vacant™ and return the form to PCG.

If there is a replacement in that position and the participant has been trained on RMTS, contact PCG for a
paper form. Have the new participant complete the form and send the completed form to PCG. Please
retain a copy of the paper form for your audit files. If a paper form is needed, please contact PCG.

How do I print out a paper RMTS form?
If a paper RMTS form is needed, the RMTS Coordinator must contact PCG Helpline 1-866-766-9015
who will then forward a paper form.

How do we know if someone has completed their RMTS form?

By reviewing the Moments List and the Compliance Report, the RMTS Coordinator can see who has
not completed their on-line RMTS form. The RMTS Coordinator will also be copied on the 24 Hour
Late Notice and the 3 Day Late Notice e-mail notifications sent to the participants when they have not
completed their on-line RMTS form.

How will the participants know when they have received their e-mail notifications?
The e-mail notifications will come from cormts@pecgus.com. Participants should not respond to the
RMTS e-mail notifications and should direct all questions to their district RMTS Coordinator.

What if the participant deletes their e-mail notifications with the link, their user name and
password?

The participant can obtain their user name and password by contacting the PCG RMTS helpline at 1-866-
766-9015. The user name and password will not be provided to the district’s RMTS Coordinator.

The participant has five (5) days from the sampled moment in time to complete the on-line RMTS form.
The RMTS form can be accessed at: https://feasyrmts.pcgus.com/RMTSv2.
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